
OCEAN CITY
FINANCE DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE WO

PAGE 1 OF 1«

Agency

Town of Ocean City

Division/Unit

Public Works Administration

ITEM
NO DESCRIPTION RETENTION

Vendor File:
Contains purchase orders; invoices;
correspondence; hand written notes.

Miscellaneous Files:
Contains bid forms; safety meetings;

miscellaneous correspondence.

Work orders/work assignments.

Personnel Medical files.

Payroll Reports.

Bid Books:
Bid specifications for various Public Works
Projects; Bid spread sheet; correspondence;
bidder's list; bid information; bid brochures; etc.
Projects:
Contains correspondence; inspection reports;
permits;' construction contracts; purchase
orders; draft reports; proposals.
Specifications; drawings; construction reports;
progress meeting minutes; etc.

Miscellaneous subject files:
Payroll records; sign sales; accident reports;
correspondence; city department files; landfill
tickets; etc.

Airport Project:
Resident relocation; apron expansion; master
plan; construction; land acquisition grant file;
corporate harigar

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Retain for 3 years, screen annually, they
destroy.

Retain for 3 years, then destroy.

Retain for 3 years then destroy.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Retain for 3 years and until all audit
requirements have been fulfilled, then destroy.

Retain for 3 years, screen annually, then
destroy.

Retain for 3 years, then destroy.

Retain for 3 years, screen annually, then
destroy.

APPROVED BY DEP.
DIVISION REPRESE

DATE

T, AGENCY, OR

, 2000

BLIC WORKS DIRECTOR

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE ~ - t r 2ooo)

SIGNATURE



INSTRUCTIONS - TYPE OR PRINT A SEPARATF FORM FOR FACH NFW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Paae Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records^Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/ccpuments/forms found in the Series Include the purpose or function of ;he Series

4 fiJ l

7. RECORp-SERIES FORMAT(S)

; Size

D Legal Size

n Bound 8ook

D Audio Tape

D Other (Specify).

D Microfilm

D Computer Tape

D Floppy Disk

D Video Taps

8. RECORD SERIES SEQUENCE

a Numerical

o . Chronological

Q Geographical

o Olher (SDecitv)

9. VOLUME
ite Orawer(s)

a Microfilm See! is)
a Computer Taoe (si
n Other fSnecifv)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reei (sj
a Computer Taoe(s)
D Olher (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monlh(s) a Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency ?r office

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

o Yes n No

16. AUDIT REQUIREMENTS

D None a State o Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENOED RETEI

a Yes • No

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

IS 550-4 (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR I- LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in Ihe Series. Include Ihe purpose or function of ihe Seriesso u e Se pp ;

7. RECORDSJEKJES FORMAT(S)

•eiet ter Size O Microfilm

• Legal Size a Computer Tape

• Bound Book a Floppy Disk

a Audio Tape o Video Tape

a Other (Specify)

8. RECORD SERIESSEQUENCE

ET'Alphabetical

a Numerical

D . Chronological

D Geographical

a Other (Specify)

9. VOLUME
rite Orawer(s)

a Microfilm Ree! (s)
a Computer Taoe [s)
• Other (Specify)

1 Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
• Microfilm Reel (s).
D Computer Taoe(s)
Q Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

o Weekly D Monthly D Month(s) c Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes : 3 No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes ._ a No

16. AUDIT REQUIREMENTS

D None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes o No

destroy material having no
farther legal, administrative
pascal or operational value

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. U A l t

GS 550-4 (Revised V93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

D E P A R T M E N T OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECOROS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Sygeries •DEFINITION • RecordSygeries • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

5. EARLIEST YEAR / IATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/aocuments/forms found inlhe Series. Include the purpose or 'unction of ;he Series:

RECORD

telter Size

n Legal Size

D Bound Book

a Audio Tape

o Other (Specify)

D Microfilm

o Computer Tape

o Floppy Disk

D Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

a Numerical

D Chronological

o Geographical

a Other (Specify).

9. VOLUME
rile 9rawer(s)

a Microfilm Res! is)
a Computer Taoe (si
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
o File Drawer ;s)
a Microfilm Reel (si
o Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED.

•"Daily

12. FILE BECOMES INACTIVE AFTER

• Weekly D Monthly D Month(s) o Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes ; • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes ._ a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes O No Tz>/.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3 5KW (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

s e r i e s •DEFINITION • Records^ries • A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of information/acwments/forms fcunti in the Series. Include ihe ourccse or function of the Series; ~

7. RECORD SE«teS FORMAT(S)

B^Letter Size a Microfilm

• Legal Size o Computer Tape

D Bound Book a Floppy Disk

a Audio Tape • a Video Tape

o Other (Specify)

8. RECORD SERIESSEfl

-E-'Siphabeticai

a Numerical

a Chronological

o Geographical

a Other (Specify)

NCE 9. VOLUME
Fiie Orawer(s)

a Microfilm Reel (s)
a Comouter Taoe !s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (sj
a Computer Taoe(s)
a Other {Specify)

Number

; 11. FILE IS USED_

Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly G Monthly D Momh(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office';

o Yes 3 No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

D Yes D No

16. AUDIT REQUIREMENTS

a None a Stste a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

O Yes • No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER T 21. DATE

JGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page .

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

.•6DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of :he Series)

/fa/25

7. RECORD SERIES FORHAT(S)

o Letter Size a Microfilm

a Legal Size o Computer Tape

D Bound Book o Floppy. Disk

a Audio Tape-"^ o Video Tape

( S p e c i f y ) f J j

8. RECORD SERIES SEQUENCE

a Alphabetical

Tumerical

a Chronological

D Geographical

a Other (Specify).

9. VOLUME

7
riie Drawer(s)

a Microfilm Reel ;s)
• Comouter TaDe (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
• Microfilm Reel (s)
D Computer Taoefs)

• Other (Specify)

Number

11. FILE IS USED .̂

Daily

12. FILE BECOMES INACTIVE AFTER

• Weekly D Monthlv a Month(s) c Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or cfficei

a Yes a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

D Yes D No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RET

• Yes a No

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

JGS 5504 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISEO RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • RecordasSeries - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARUEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/dccuments/forms found in the Series. Inciude (he purpose or function of ;he Series;

7. RECORD SEfttES FORMAT(S)

'Letter Size a Microfilm

n Legal Size a Computer Tape

• Bound Book a Floppy Disk

• Audio Tape Q Video Tape

a Other (Specify)

8. RECORD SERIES SEQUENCE

• Alphabetical

Jumerical

a Chronological

D Geographical

D Other (Specify).

9. VOLUME
• File Orawer(s)
a Microfilm Reel is; ^ f

a Computer Tace ' \ t f . . z/jstr^

Number

10. ANNUAL ACCUMULATION
a File Drawer is)
a Microfilm Reei (si
a Computer Taoe(s)
a Olher (Specify)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly o Month(s) a Year(s)

Number

13. CURRENT LOCATION'S) fBldqFlpnr Rnnm) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes n No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulatlon(s)

• Yes D No

16. AUDIT REQUIREMENTS

• None a Slate • Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED

a Yes a No
Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUH

)GS 55<W (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
I REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
j SCHEDULE (OGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO SOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

'• 1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - eries - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

-s.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series include ihe purpose or function of :he Series

7. RECORD SERJES-fORMAT(S)

Letter Size a Microfilm

n Legal Size a Computer Tape

a Bound Book • Floppy Disk

a Audio Tape^ a Video Tape

Jther |

8. RECORD SERIES SEQUENCE

ahabeticsi

a Numerical

D Chronological

• Geographical

O Other (Specify) .

9. VOLUME
e Drawer(s)

• Microfilm Reel (si
• Computer Tace ;s)
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File 0rawer ;s)
D Microfilm Reel (si
a Computer Taoe(s)
• Other (Specify)

Number

11. FILE IS USED

'Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes c No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

o Yes D No

• - • s .

16. AUDIT REQUIREMENTS

c None • State a Federal n Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RET

a Yes D No

Destroy material having no
further legal, administrative
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3S 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
P.O. BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

i S/fies •DEFINITION - Records S/fies • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the types of information/documents/fcrms found in the Series. Include the purccse or function d :he Series;

7. RECORD SESrES FORMAT(S)

^ l e t t e r Size a Microfilm

a Legal Size a Computer Tape

D Bound Book • Floppy Disk

a Audio Tape a Video Tape

D Other (Specify)

8. RECORD SEgieS SEQUENCE

Alphabetical

D Numerical

a Chronological

D Geographical

a Other (Specify)

9. VOLUME

a Microfilm Reel (s)
o Comouter Tarje (s)
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
c Microfilm Reel (s)
a Computer Taoefs)
a Other (Specify)

Number

11. FILE IS USED .̂

Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly c Monthly a Month(s) c Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ?t office

a Yes = No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

a Yes D No

16. AUDIT REQUIREMENTS

D None • Slate o Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION J jQ

a Yes a No

.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3S 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

S/tieDEFINITION • Records Sdfies - A group of related records normally filed and used as a unit for referencs as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of inforrnaiion/accuments/fcrms found in the Series. Include the purpose or function of :he Senes;

7. RECORD SERBS'FORMAT(S)

a^Ietter Size a Microfilm

a Legal Size o Computer Tape

a Bound Book D Floppy Disk

a Audio Tape a Video Taps

a Other (Specify)

RECORD SERIES SEQtJ

js^iphabeticai

• Numerical

a Chronological

a Geographical

• Other (Specify).

9. VOLUME
n File Orawef(s)

• Microfilm Ree!Jsi_

a Co

Number

10. ANNUAL ACCUMULATION
a File Drawer is;
n Microfilm Reei (si

. • Computer Taoeisl
a Other {Specify)

Number

12. FILE BECOMES INACTIVE AFTER

n Weekly D Monthly a Month(s) c Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes' • No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes a No

16. AUDIT REQUIREMENTS

D None a State o Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTIO

o Yes_ D No

Destroy material having no
further legal, administrative
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3S 550-4 (Revised 1/93)


